
Volunteer Opportunity Outline 

Date: [Insert Date] 

To: [Volunteer Name] 

From: [Organization Name] 

Subject: Volunteer Opportunity at [Organization] 

Introduction 

Dear [Volunteer Name], 

We are excited to inform you about a new volunteer opportunity with [Organization Name]. 

Your skills and passion for [specific cause] make you an ideal candidate for this initiative. 

Opportunity Overview 

• Position: [Position Title] 

• Location: [Location] 

• Time Commitment: [Hours/Week or Event Dates] 

• Responsibilities:  

o [Responsibility 1] 

o [Responsibility 2] 

o [Responsibility 3] 

• Qualifications:  

o [Qualification 1] 

o [Qualification 2] 

Benefits 

By volunteering, you will gain: 

• [Benefit 1] 

• [Benefit 2] 

How to Apply 

If you are interested, please reply to this email by [RSVP Date] or contact us at [Contact 

Information]. We look forward to your positive response! 

Closing 



Thank you for considering this opportunity to make a difference in our community. 

Sincerely, 

[Your Name] 

[Your Position] 

[Organization Name] 


